Use Express Import to import records

1- Save Export.dat file (can be renamed) to the PolarisReports folder on your desktop

@ )| » Computer » PolarisReports (\SEDHA-DOE4-0QZ1\c\Users\Iroholt\Deskiop) (Z) v | 43 || search Polariskeports (nsep.. 2
Organize~  &lOpen -~  Bum  Newfolder =~ 0 e
4 . Favorites 4 DAT File (1)
Js Downloads
coeent 1 j| Exportdat Date modified: 7/10/2017 330 PM
% Recent laces Type: DAT File Size: 175KB
"] Libraries

4] Libraries
» ., Documents
> & Music
> 14 New Library
> 5, Pictures
> B Videos

4% Computer
> & WINDOWS (C)
» % Home Directory (\\172.23.2.154\USERS_HA\Iroholt) (H:)
> & Shared Drive (\\172.23.2.154\SHARE_HA) (i)
> = Applications (\\172.23.2.154\APPS_HA) ()
» & microfiche (\\168.1783.77) (M)
< PolarisReports (\\SEDHA-DOE4-0QZ1\c$\Users\Iroholt\Desktop) (2}

» @ Network
Export.dat Date modified: 7/10/2017 330 PM Date created: 7/10/2017 3:30 PM Offline status: Online
@ ot Size: 175 KB Offiine availability: Not available

| would recommend changing your browser setting to be prompted where to save download
files. (Otherwise most files default to the downloads folder)

2- Go to Polaris Client
Utilities>Importing>Express Import

3- Select your library CatExpress Profile from the list, then click Add

Profile setup | Bibliographic Records | Item Records | Authority Records | Record Sets |

Import profile:  Iron - CatExpress

Profie Name Descripton Creator ~

Baok Buzz - Fic UTAH-rohalt

Book Buzz- Na items UTaH-roholt

Book Buzz - Non-Fic UTaH-roholt

Carbon - CatExpress UTAH-rohalt

Enriched EDI Orders Enriched EDI Orders (read only) PolarisExec =

History - overlay UTaH-roholt

Integrated ebook Bibs This is the default profile for imperted bib records for ebooks that will PolarisExec

Iron - CatExpress UTAH-roholt

Ttem creation Polaris default with item creation UTAH-roholt

Items with bulk Polaris default with item creation UTAH-cnewbald

LP Blind - Milard UTAH-rohalt

LP-Utah UTaH-roholt

LPBlind - Mult UTAH-rohalt v
Import files: 0 files selected

(Mone)

import | [ cancel | [ Help




4- Browse to the import file(s) on the computer desktop or network — You may need to
change the file type to “Data Files (*.dat)

T |‘ » MNetwork » tsclient » ‘itsclientiz ] C..| | Search \\tsclient\z » |
Organize *  MNew folder == v @
- B MName Date modified Type Size
|| Export.dat 7/10/2017 230 PM  DAT File 2KB
1M This PC
File name: | import All Files (*.%) v

MARC Record Files (*.mrc)
Text Files (*.bxt)
Data Files (*.dat)

5- Double click on file or highlight the file and click on Open

EW
[ L v Network » tsclient » Vitsclientiz v ¢ [ Search \tsclient\z o]
Organize »  New folder = oy @
X Fovories Name - Date modified Type Size
| Export.dat 7/10/2017330PM  DAT File 2KB
% This PC
File pame: | Export.dat | [airFites ¢ v]




6- Once the file has been selected in the import file area click on Import

Profile setup |Bibliographic Records I Item Records I Authority Records | Record Sets ‘

Import profile:  Iron - CatExpress

Profile Name Description Creator ~
Book Buzz - Non-Fic UTAHAroholt
Carbon - CatExpress UTAHHrohalt
Enriched EDI Orders Enriched EDI Orders (read only) PolarisExec
History - averlay UTAHHrohalt
Integrated ebook Bibs This is the default profile for imparted bib records for ebocks thatwil...  PolarisExec _
Iron - CatExpress UTAHHrohalt =
Item creation Polaris default with item creation UTAHAroholt
Items with bulk Polaris default with item creation UTAH-cnewbold
LP Blind - Millard UTAHAroholt
LP-Utah UTAH-roholt
LPBlind - Multi UTAH-roholt
LPBlind - TriCounty UTAHHrohalt
Millard - CatExpress UTAHHrohalt v
Import files: 1 filles selected
Al ‘ Add...

{None)

Import || Cancel || Help

7- Aninitializing dialog box displays for a few seconds.

Your files have been submitted for importing. Refresh the import jobs
i l % queue periodically to track the job status.

OK




8- When initializing has completed, another message box appears.
Your files may be in a pending status for a few minutes before import processing begins.

Click the refresh icon to update. Once the status is “completed” you can move on to the
final step

[,}

- [ox]
File Edit View Tools Help
SIX 0@~ K <
Path File Organ... User Works.. Type Status Records... Records.. Posted Scheduled

Mtsclient\z\.., Export.dat Utah .. UTAH.. Catal.., Biblic.. Completed 1 G 7107201,

Subject/

Name
headings

For Help, press F1 1jobs

Double click on the file name for a full list of imported records (OPTIONAL)

** You need to receive all items in Acquisitions before you proceed to
catalog the items**




To quickly add item information go to record sets.

Cataloging>Record Sets

All Import Profiles have the name of the bookmobile and CatExpress as the name of the record
set. (for example Iron CatExpress)

N

File Edit Tools Options Help

General |Seﬂing5 | Scoping | Branches I Collections | Databases |

Search
Object:  [Record Sets v] Limitby: | (None) Search Mode
(®) Normal Stop

Search by: |Name v| Value: ) Power

Type: |Exact match (implictly truncated) W | =

Sort by: | {None) v | [[Jcount only

For: | Iron CatExpress v| Help
MName Record Type Qwner Total.. Creation Date Mote

Iron CatExpress_201707101... Bibliographic Record Iron Count... 1 71027

Done Stay on Select 1 of 1 record retrieved

11 — Double click on the record set to bring up the titles from that import file
[ | [o]x]

Eile Edit View Tools Help

N=2HSE- X B2 & @

Name: | Iran CatExpress_20170710161207 | owner: [1ron county Bockmabile 06) v Record type:
Note: ‘ ‘ Number of records:
QW= =s- g

Title Author Format  Link... Holds  Publi... Call Number Control N... Status
Bellyache ; a delidous tale Marcos, Crystal, Book 1 i 2010 FMarcos 199080 Fral ...

i Bibliographic Record Set

For Help, press F1 1 of 1 record(s) retrieved




If Acq. Item was created then all you need to do is go to the item
CTRL +T or Links>Item Record or use arrow icon

File Edit View Links Tools Help
<ol 7
NZHSS X ok 2, P & P
E Control number: Owner: | Utah Collections Consortium (sys) v‘ ITtems: | 1 | Record status:
8 Title: | Bellyache : a delicious tale | [ADisplay in PAC L
Q [1Do not overlay Host
Q: Tag Ind Data ~
._U_ LDR cam 22 1i 4500
£ 0ol 189080
jolll | cos 20170710163142.0
E 008 100902t20102010wau | 000 1engd
oy | o0 3 2009913303
Q 020 *a9780984389902
= 0z0 30084389003 -
hel 035 +a{0ColC)e60221114
m 035 fa(0ColCjocne60221114
035 $a198872
040 faYEQ#bengferdatcYEQ#dIUIFdOCLCF:d OCLCO=dOCLCQsdFMO+dOCLEdULC
0439 falLCA
i+ B taFtbMarcos
100 1 faMarcos, Crystal.
245 10 saBellyache #ha delicious tale fcby Crystal Marcos.
264 1 faSilverdale, WA *bCat Marcs Publishing #c[2010]
264 4 ©2010
300 #2145 pages ;¥c21 cm
520 sa"When Peter Fischer sets out to help his grandfather at Papa's Sweet Shop, he will gquickly learn that sneaking sweets and
covering up his sugar-dusted tracks will have major consequences. As Peter is transported to a mysteriously delicious, faraway
land, a curious people known as the Candonites, some of whom have no time for a non-Candaonite, will teach Peter a lesson on
what it means to be different and what it means to forgive."--*cAmazon.com
650 0 saGrandparent and child=vJuvenile fiction.
AN n saranduf hvenile firtinn e
For Help, press F1 NUM

Verify item information — add call# and item barcode. Then click Save.

File Edit Vig

igks Tools Help
H & - X ‘] L e R
h=HS&- o P Ef
Barcode: I:I Record status: L EContent [IMon-dreulating Display in PAC

8 Title: | Bellyache : a delidous tale | | Find | Bib control number: | 199080
8 Author: | Marcos, Crystal. | Parentitem: l:l Item control number: 438754
Q: Call number: | F Marcos | Price: Issue control no.: I:l
E Owner: |Iron County Truck {br) V| Shelf location: | {Mone) V|
QL
::: Assigned: |Iron County Truck (IRONT) v| Temporary location: | |
Colection:  [Fiction (FICTION) v| croistonsats: [ v| 771072017 4:27:24PM |
Circulation parameters Call number Request
Material type: |Bnok o | Scheme: |Dewey Decimal v O
Loan period: | 14 Day M |
Limit to:
Fine code: |NU Fine v | [pickup at
cue
Renewal limit: | 3 s
Suffix: l:l []Patrons from this library and branches
Stat code: v
| (Nane) | Volume: I:I ["IPatrons from this branch only
Name of piece: | | Copy: I:I []Preferred borrowers
Issue: |

For Help, press F1 MNUM




Once the item is saved you can Check-in the item to trigger holds, etc.

File Edit Yiew Links Tools Help

k H ? A1 F
DNEHES ¥X2DPO 0 EBEe BRI &
Barcode: l:l Record status: I EContent [IMon-circulating Display in PAC

LO"' Title: | Bellyache : a delicious tale ‘ | Find ‘ Bib control number: | 139080
8 Author: | Marcos, Crystal. | Parent item: I:l Item control number: 438754
Q_f Call number: | F Marcos | Price: Issue control no.: I:l
E Owner: ‘Iron County Truck (br) v ‘ Shelf location: | {None) v |
o)
ﬁ Assigned: ‘Iron County Truck (IRONT) W ‘ Temporary location: | |

Collection: | Fiction (FICTION) v| Circuation status: [ v| [7110/2017 44150 PM |

Circulation parameters Call number Request

Material type: ‘Bnnk " | Scheme: [[]Loanable outside system

Loan period: ‘ 14 Day w |

Limit to:
Fine code: ‘No Fine v| [Pickup 2t
e
Renewal limit: | 3 2
Suffix: l:l ["]Patrons from this library and branches
Stat code: v
‘ (None) | Volume: l:l ["1Patrons from this branch only
Name of piece: ‘ | Copy: l:l [IPreferred borrowers
Issue: |
For Help, press F1 NUM

If the Acq item doesn’t come over, check for duplicate titles

File Edit View Links Tools Help
<1 q
D@ HS&- X T2 d0e & @
E Control number: ‘ 199080 | Owner: | Utsh Collections Consortium (sys) Items: Record status:
8 Title: ‘ Bellyache : a delicious tale ‘ ¥ Display in PAC o
Q [[] Do not everlay Hest
Q: Tag Ind Data -
L e cam 22 i 4500
£ 001 199080
jo | ooz 20170710163142.0
E 008 100902t20102010wau | 000 1engd
ch 010 *a 2009913303
Q 020 +39780984388902
= IR 20984389903 =
—t 035 *a(0Col()e60221114
m 035 +a(0ColC)ocné60221114
035 +a198872
040 *aYEQtbengerdascYEQ:dIUFdOCLCF# O CLCO*dOCLCQEdFMO:dOCL=dULC
048 *aULCA
092 zaF:bMarcos
100 1 saMarcos, Crystal.
245 10 “aBellyache #ba delicious tale /#cby Crystal Marcos.
264 1 aSilverdale, WA #bCat Marcs Publishing,#c[2010]
264 4 *©2010
300 3145 pages ;#c21 ecm
520 =a"When Peter Fischer sets out to help his grandfather at Papa's Sweet Shop, he will quickly learn that sneaking sweets and
covering up his sugar-dusted tracks will have major consequences. As Peter is transported to a mysteriously delicious, faraway
land, a curious people known as the Candanites, some of whom have no time for a non-Candonite, will teach Peter a lesson on
what it means to be different and what it means to forgive."--*cAamazon.com
650 o saGrandparent and child=vuvenile fiction.
AEn o zarandvis hvenila firtinn e
For Help, press F1 NUM




Or create a new item and use an item template

File Edit View

Links Tools Help

DEHE-X

Control number:

Owner:  |Utah Collections Consortium {sys)

2, P & 7

v| Items: ‘ 1

‘ Record status:

| Bellyache : a delicious tale

| [#] Display in PAC I

[Do not averlay Host

Record

hic
=

020
020

iograp

—
Q
v

&850
a0

For Help, press F1

Data

cam 22
199080
20170710183142.0
100902t20102010wau |
*a 2009913303
+39780984389902
$a09843589903
#a(0ColLC)660221114
*a(0CoLClocnea0221114
+a198872
sa¥YEQbengterdatcYEQHCIUIFd O CLCF+dQ CLCO+d OCLCQEdFMOEd O CLEIULC
+aULCA
taFthbMarcos
*aMarcos, Crystal.
saBellyache :=ba delicious tale /#cby Crystal Marcos.
asilverdale, WA =bCat Marcs Publishing,#c[2010]
+c@2010
+3145 pages ;#c21 cm

li 4500

000 1engd

#a"When Peter Fischer sets out to help his grandfather at Papa's Sweet Shop, he will quickly learn that sneaking sweets and
covering up his sugar-dusted tracks will have major consequences. As Peter is transported to a mysteriously delicious, faraway
land, a curious people known as the Candonites, some of whom have no time for a non-Candonite, will teach Peter a lesson on

what it means to be different and what it means to forgive."--*cAmazon.com
saGrandparent and child=Juvenile fiction.
taranchey hvsnile firtinn

NUM

On order CD - Fic (Carbon Coun'

Item information

Title:

| Bellyache : a delicious tale

| [ Find |

Author: | Marcos, Crystal.

Call number
Scheme:

Prefix:
Class:
Cutter:
Suffix:
Vol:

Copy:

Distribution
Item total:

Items | Branch
1

Dewey Decimal W

Use template values instead of these (if available)

|

Renewal limit: [0 5

I

Collection

Display in PAC Loanable outside system

[ non-dreulating Holdable

Barcode total: D

Shelf Location | Material Type | Loan Period | Fine Code

oK | | Cancel | | Help

| Bib control:

Stat Code

Item ban

0On order CD - Non-Fic (Carbon ¢
On order CD -Juv (Carbon Coun

On order DVD (Carbon County B

DUses

Owner

——on order DVD (Millard-West Cenl

on order DVD (MultiCounty Book
on order DVD (Sanpete-Souther
on order DVD (Tri-County Bookm
on order DVD (Utah-Nerthern Ju
0On order DVD NF {(Carbon Count

On order Fiction (Carbon Coun

on order Fiction {Millard-West Ce
on order Fiction (MultiCounty Bo
on order Fiction (Sanpete-South
on order Fiction {Tri-County Boo
on order Fiction (Utah State Libr
on order Fiction (Utah-Morthern
On order 1 DVD {Carbon County
On order JF (Carbon County Bot
on order JF {Iron County Bookm
on order JF {Millard-West Centrz
on order JF {Sanpete-Southern .
on order JF (Tri-County Bookmiol
on order JF (Utah-Morthern Juat
On order JNF (Carbon County Bi
on order JNF (Millard-West Cent
on order JNF (Sanpete-Southerr
on order JNF (Tri-County Bookm

(Mone)




